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POLI CE RECORDS CLERK

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses positions, the main duties of which are
the production and maintenance of departnmental records and
reports. Enployees of this class receive departnmental records
and reports, check them for accuracy and conpl et eness; t hey
type forms and reports, and file these or retrieve them from
files as needed. The police records clerk has the authority to
work independently in designated areas and occasionally
supervi ses uncl assified personnel assigned. Enployees of this
class report to and have work reviewed by the assistant police
chi ef.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned. neither
are they intended to exclude other duties which may be | ogqical
assignnents to this class.

Recei ves departnent records and reports and checks them for
conpl et eness, accuracy, and conformty to est abl i shed
procedures; finds errors in records and reports and corrects
them or returns them for correction;

Files records and reports al phabetically, nunmerically,
chronol ogi cal ly, or geographically;

Takes dictation in |onghand; types letters, forns, nenoranda,
records, reports; proofreads typed nmaterial; mails or
distributes typed material;

Revi ses departnent filing systemor devel ops new procedures for
office functions when necessary; retrieves information from
files; gathers data for use in preparing reports; prepares
reports from gathered data,; wites letters in answer to
requests received or as needed,;

Answers tel ephone; gives out routine information; makes or
cancel s appointnments for superiors; screens callers;

Posts office expenditures in |edgers; balances account books;
collects information for accounting personnel; makes
cal cul ati ons necessary to conpute payroll;

Di sperses petty cash and keeps records of such;

Makes entries of routine information in departnent personnel
records, information files, etc.;
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Perforns rel ated duties as assigned.

QUALI FI CATI ON REQUI REMENTS
Unl ess ot herwi se specified, all requirenents nust be net before
adm ssion to exam nation.

Must nmeet all requirenments of the Miunicipal Fire and Police
Civil Service Law, including being a citizen of the United
St at es.

Must have a high school diploma or a valid certificate of
equi val ency issued by a state departnment of education.

Must be not |ess than eighteen (18) years of age.
Must possess a valid driver’s license.

Prior to beginning work in this class, nmust obtain and maintain
a valid Louisiana driver’s license.

Must have six (6) nonths of experience in clerical work.

After offer of enploynent, but before beginning work in this
cl ass, nust pass a nedi cal exam nation prepared and adm ni stered
by the Appointing Authority, designed to denonstrate good health
and physical fitness sufficient to performthe essential duties
of the position, with or without accommmodati on.
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